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Message from the Directors 

If you did not do your in-person poll worker training, you must take the online training.  It is 
mandatory that anyone who works the polls for this Election takes the training course.  Please 
contact Jane at jzimmermann@richlandcountyoh.gov if you have problems with accessing the 
online training.  One problem we’ve noticed is that the browser you use may be an issue.  If it 
doesn’t work in Chrome, please try Internet Explorer, or vice-versa.   You will be paid the same 
amount for your online training as you would have been paid for the in-person training.   

Please remember that all PEO’s (poll workers) must wear face masks all day at the polls.  If you have 
a medical reason why you cannot, please talk to Jane or Paulette.  We have verified this 
requirement with our County Prosecutor, and we are within our rights and responsibilities to 
require this of our employees, including poll workers.  Observers must also wear masks, or they can 
be asked to leave by the VLM (Voting Location Manager), or the Director or Deputy Director.  If you 
have an Observer who will not comply with this requirement, please contact the board office.   

One major issue that poll workers will face will be voters coming in to vote, and the status on your 
EP will indicate that the voter has already requested or received an absentee ballot.  Remember 
that in this case, the poll worker MUST issue the voter a Provisional ballot.  Another issue that you’ll 
be dealing with is the fact that some voters will bring their voted absentee ballot to your polling 
place to drop off.  You CANNOT accept absentee ballots at a polling place.  Please inform the voter 
that their absentee ballot must be dropped off at the Board of Elections office by 7:30 p.m. on 
Election Day.   

We were asked at our poll worker training as to what is an acceptable temperature for a worker to 
have before they need to be sent home.  According to the CDC’s website, anything 100.4 or higher 
should be the threshold.  Please let our office know immediately if a poll worker must leave for this, 
or any reason.   

If at all possible, please don’t wait until the last day of Early Voting if you need to vote.  Our parking 
area is going to be extremely congested that day, since November 2nd is the pick-up day for PJ’s and 
VLM’s, plus our delivery trucks will be in and out of our parking lot as they’re delivering the voting 
equipment.  The schedule for Early Voting is on the last page of this newsletter.   

Please make sure to put your privacy shields on each voting machine. Privacy shields are located in 
the pocket/sleeve of your ICX case.  They provide an additional barrier between voters standing to 
cast their ballots.  Screen/sneeze guards to put at every EP station are being delivered along with 
your voting equipment.  You will also be receiving a “sandwich” board sign to put outside of your 
location denoting that your polling place is a “Safe Voting Location”, which means that proper 
sanitization procedures are being followed, etc.   

VLM’s and PJ’s – please remember to rotate your workers so that every worker gets experience in 
each phase of processing voters.  The controller position, who is assigned mainly to assist with 
sanitizing the equipment, monitoring the social distancing, etc. needs to work the check-in tables 
and provisional tables to learn those procedures.  We have many new workers this time, and would 
greatly appreciate your help in giving them a good experience working the polls for the first time.  
Thank you all for attending all of our training courses and for being so determined to make our 
Elections in Richland County safe, fair, accurate and transparent.   
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We have asked our County Prosecutor and the Secretary of State for an opinion on whether or not guns/weapons are 
permitted at polling places.  The following information is a summary of the response we received from an Attorney at the 
Secretary of State’s Office.   

 Ohio does not have a statute that specifically says it is unlawful to have a firearm in a polling place (except for appointed 
observers, who are specifically prohibited from having a firearm or other deadly weapon in the polling place).  

Each situation would need to be assessed on the specific set of circumstances.  It’s possible that this could be classified as 
voter intimidation, but it’s not a blanket call to make that assumption.  If there’s any hint of any kind of disturbance, please 
don’t hesitate to call 911, and/or our office or your Rover.  Deputies are going to be present at our Rover training session, so 
the Rovers will have direct contact with the Sheriff’s Department on an on-going basis throughout Election Day. 

For general background, Chapter 2923 of the Revised Code and federal law generally prohibit carrying firearms or other 
weapons into schools and courthouses; also, a concealed handgun license does not authorize a person to carry a firearm into 
any place listed.  Please note, however, that law enforcement officers may be authorized to carry a firearm in certain places 
in which it would be unlawful for a civilian to have a firearm. The law is clear that a person carrying a firearm or other deadly 
weapon cannot serve as an observer.  Furthermore, it is a criminal offense to obstruct, intimidate, or interfere with voting. 
See R.C. 3501.33; 3599.01(A)(2), 3599.24; 18 U.S.C. 594. 

Bottom line – if you or the voters feel threatened or uneasy, please contact the Sheriff’s Department immediately.  We don’t 
anticipate any major problems, but don’t hesitate to call 911.   

 

 

 

 

 

 

 

 

 
 

Inform voters that after they have finished voting, that they will need to print their summary pages several times, 

and then hit the cast ballot tab before they should remove their voter access card.  If a voter removes the card 

before they have cast their ballot, the machine will make a beeping sound.  If this happens, instruct the voter to re-

insert the card, hit ñcast ballotò and then remove the voter access card.  If the voter has left, the poll worker should 

not cast the ballot, but either cancel it or let it time out on its own.  It may be better for you to alternate and have 

one worker monitoring this when youôre busy, since itôs difficult to hear the beeping sound if youôre all talking to 

the voters as youôre checking them in, etc.  We would like to prevent this from happening as much as possible ï if 

a voter takes the time to come in to cast their ballot, we definitely want their vote to count! 
 

 

 

 

 

 

 

 

Anyone in line at your polling location at 7:30 p.m. must be allowed to vote.  If you have a line that goes past the 

entrance door, and youôre not able to mark the last voter in line easily, please have a worker stand behind the last 

voter with the placard/sign in the front pocket of your Poll Worker Manual which states ñThis is the last voter in line 

at 7:30 p.m.ò 
 

It is extremely rare, but it has happened that a Judge issues a court order on Election Day ordering the polls to stay 

open later.  If this were to occur, you would be notified immediately by our office or your Rover.  
 

          

 

Voters in Line at 7:30 p.m. 
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Monday Set-up 

  (Rovers will be there to assist. We will post the Tuesday Opening and Closing Steps in the next newsletter.) 

1. Transport Materials. Bring your bags and supplies to the polling location. 

 Your ICX voting machines should already be delivered to the polling place.  

DO NOT BREAK THE SEAL ON THE  

LARGE BLUE BALLOT BAG shown. The Presiding  

Judge (PJ) is to keep this bag in their possession at  

all times. 

 

 

 

 
2. Set Up Room. Set up location to facilitate the flow of Voters to check in at ñAny Line, Any timeò, following the directions of the Voting Location Manager 

(VLM) and the precinct Presiding Judge (PJ).  Make sure there are no obstacles to any Voters with disabilities and the voting location Audio unit is fully set up 

and ready to go. Set up tables, privacy booths, and sign board. Check ñsupply folderò in Supply Bag for possible additions/replacements for the Sign Board. 

 

3. Set Up ICX Voting Machines. Each black ICX case has a machine number label, and contains all components needed. Set the ICX cases where the 

machines will stand, in numerical order, starting with the lowest number.  

 
A.  Set the ICX case on its back and unzip the cover. Before removing the ICX, fully extend the legs and the rear stabilizer. Make 

sure both are locked in place by checking that all locking pins are fully visible. Then make sure the hinges are fully extended and 

locked. 

 

 
 

B. Remove the ICX from the case and stand it on its legs. Then extend the middle post to its full length and lock it in place.  

 

   
C. Remove printer from case. Install on the ICX backing plate by fitting the four banjo-shaped keyholes on the bracket over the four special screwheads to the 

right of the tablet screen. View from side and top to ensure keyhole is over all four screws. Slide down to lock in place.  

 

   
D. Match the machine ID Label on the ICX (found on top of the printer housing) to the label on the case. Then match the serial number on the ID Label with the 

Presiding Judgeôs Accountability Sheet.  

 

 

 

 
 

 

 

 

E. Examine the red and green seals on the access compartments in the rear of the voting tablet and make sure the seal numbers match those on the 

Accountability Sheet. If they donôt, notify your rover, and note it on the Voting Unit Event Log Sheet. 

 

4. Prepare ICX Machines for Power. A. Place a single line surge protector near the mid-point of the line of voting machines on the side 

opposite from where the voter will approach the machine. Six machines can be plugged into one surge protector. 
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B. There are two pieces to the power assembly for the ICX located in the black case, 1) the transformer box, and 2) the plug end. For each 

ICX, join the two as shown below and plug into the surge protector. Turn on the surge protector.  You will not be able to access the power 

button until Tuesday morning so the screens will remain dark. 

 

 

 

 

 

5. Set up ATI (Audio Tactile Interface) on Machine #1 (1 per location) 

A. The ATI has three pieces: 1) the connecting wires, 2) the controller box, and 3) the headphones. The connecting wires will already be plugged into the Accessories 

Compartment. Plug the other end into the top of the controller box. Plug the headphones into the bottom of the controller box where it says ñaudioò (NOT ñsip n puffò). Then 

balance the controller on top of the Printer. The headphones can rest on top of the backing plate.  

Headphones  Connecting wires  

 

     

      Controller Box 

6. Install Privacy Screens. If needed, privacy screens can be found in the front pocket of the ICX case. The privacy screen snaps onto the four fasteners on 

the corners of the backing plate. 

  

 

 

 

 

 

Slide the privacy screen over the top of the tablet and printer. First snap the top two buttons to the backing plate. Then fasten the bottom right button. The 

bottom left may be difficult to fasten because of the position of the yellow card reader. An alternative is to wedge that corner between the legs and the 

backing plate. 
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  Election Calendar 

Early Voting Schedule – Lower Classroom    
Monday, October 26th, through Friday, October 30th, early voting hours will be 8:00 a.m. until 7:00 p.m. 
Saturday, October 31st, early voting hours will be 8:00 a.m. until 4:00 p.m. 
Sunday, November 1st, early voting hours will be 1:00 p.m. until 5:00 p.m. 
Monday, November 2nd, early voting hours will be 8:00 a.m. until 2:00 p.m.  
 
 

 

 

  

 

Facebook:  https://www.facebook.com/richlandcountyboe/ 

Email: boardofelections@richlandcountyoh.gov 

Website:   https://www.richlandcountyoh.gov/ 

                                                                   Twitter - @RichlandBOE 
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